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Notes User Needs Management 
 The User Needs Management (UNM) Assistant provides onscreen instructions for 

each step of the process of adding to, or removing elements from, a User record or 
group of User records. 

The User Needs Management Assistant is available from the User Management 
menu. 

User Needs Management Assistant tasks include Add Curricula, Add Items, Add 
Competency Profiles, Add Competencies, Add Job-related Curricula, Add Job-
related Competency Profiles, Remove Curricula, Remove Items, Remove 
Competency Profiles, and Remove Competencies to/from User record(s) with 
the UNM (User Needs Management) Assistant. 

A Day-in-the-Life Scenario: 

It has been decided to assign First Aid and CPR training Items to several AgLearn 
Security Guards involved in a special AgLearn-hosted event. 

 

Notes 

Add Curricula to User Record(s) with the UNM Assistant 
 Step Activity View 

 1.  Select the User 
Management menu. 

 

 2.  Select Tools from the left 
menu. 

 

 3.  Select User Needs 
Mgmt. 

 

 4.  Click the Add Curricula 
option button. 

 

5.  Click Next to move to 
Step 2.  

 6.  Select the Add one or 
more from list link to 
search for and enter 
Users into the UNM 
Assistant. 
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Add Curricula to User Record(s) with the UNM Assistant 
 Step Activity View 

 7.  On the > Search screen, 
enter the appropriate 
search criteria. 

Note: See Managing Data 
Entry and Searches for 
more detailed information on 
searching. 

 

 8.  Click Search. 

 

 9.  On the Results tab, 
select the corresponding 
Add check box for each 
User to be added.  

 10.  Click Add. 
 

 11.  Review the Users in the 
Edit Users section. 

Tip: To remove a User, 
select the corresponding 
Remove check box and 
click Apply Changes.  

 12.  Click Next to move to 
Step 3.  

 13.  Select the Add one or 
more from list link to 
search for and enter 
Curricula into the UNM 
Assistant.  

 14.  On the > Search screen, 
enter the appropriate 
search criteria. 

Note: See Managing Data 
Entry and Searches for 
more detailed information on 
searching.  

 15.  Click Search. 
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Add Curricula to User Record(s) with the UNM Assistant 
 Step Activity View 

 16.  On the Results tab, 
select the corresponding 
Add check box for each 
curriculum to be added. 

 

 17.  Click Add. 
 

Note: To remove 
curricula, select the 
corresponding Remove 
check box and click 
Apply Changes. 

18.  Review the curricula in 
the Edit the List of 
Curricula for Adding 
section. 

 

 19.  Click Next to move to 
Step 4.  

Assign dates can be 
set in the past, but not 
in the future. 

20.  For each curriculum 
listed, click the 
corresponding Assign 
Date Calendar icon to 
select and enter an 
assign date for that 
curriculum. 

Note: The current date is the 
default date. 

 

 21.  Click Next to move to 
Step 5.  

Jobs that will add 
multiple curricula to 
many Learners can 
place a strain on 
system resources. 
Schedule large jobs 
(>200 records) for 
times when most users 
are off the system. 

22.  Click Run Job Now to 
have AgLearn complete 
the assignment to User 
record(s). 

Note: See Scheduling 
Background Jobs for more 
detailed information on 
scheduling jobs. 

 

 23.  Review the Status 
message(s) on the 
Finished screen. 
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Notes 

Adding Items to User Record(s) with the UNM Assistant 
 Step Activity View 

 1.  Select the User 
Management menu. 

 

 2.  Select Tools from the left 
menu. 

 

 3.  Select User Needs 
Mgmt. 

 

 4.  Click the Add Items 
option button. 

 

  5.  Click Next to move to 
Step 2.  

 6.  Select the Add one or 
more from list link to 
search for and enter 
Users into the UNM 
Assistant. 

 

 7.  On the > Search screen, 
enter the appropriate 
search criteria. 

Note: See Managing Data 
Entry and Searches for 
more detailed information on 
searching.  

 8.  Click Search. 

 

 9.  On the Results tab, 
select the corresponding 
Add check box for each 
User to be added.  

 10.  Click Add. 
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Adding Items to User Record(s) with the UNM Assistant 
 Step Activity View 

 11.  Review the Users in the 
Edit Users section. 

Tip: To remove a User, 
select the corresponding 
Remove check box and 
click Apply Changes.  

 12.  Click Next to move to 
Step 3.  

 13.  Select the Add one or 
more from list link to 
search for and enter 
Items into the UNM 
Assistant.  

 14.  On the > Search screen, 
enter the appropriate 
search criteria. 

Note: See Managing Data 
Entry and Searches for 
more detailed information on 
searching. 

 

 15.  Click Search. 

 

 16.  On the Results tab select 
the corresponding Add 
check box for each Item 
to be added. 

 

 17.  Click Add. 
 

 18.  Review the Items in the 
Edit the List of Items for 
Adding section. 

Tip: To remove Items, select 
the corresponding Remove 
check box and click Apply 
Changes. 

 

 19.  Click Next to move to 
Step 4.  
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Adding Items to User Record(s) with the UNM Assistant 
 Step Activity View 

20.  For each Item listed, click 
the corresponding Assign 
Type to select an 
assignment type for that 
Item. 

 

 21.  Click Next to move to 
Step 5.  

 22.  For each Item listed, click 
the corresponding 
Required Date Calendar 
icon to select and enter 
the date by which the 
User must complete that 
Item. 

 

Jobs that will add 
multiple items to many 
Learners can place a 
strain on system 
resources. Schedule 
large jobs (>2000 
records) for times when 
most users are off the 
system. 

23.  Click Run Job Now to 
have AgLearn complete 
the assignment to User 
record(s). 

Note: See Scheduling 
Background Jobs for more 
detailed information on 
scheduling jobs. 

 

24.  Review the Status 
message(s) on the 
Finished screen. 

 

    

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to 
previous step(s). 

 


